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JENNIFER CAPLER

jen.reevesdove@gmail.com # Springfield, Missouri ¢ 417-851-7341

Secking the City council position to utilize my expertise while enriching my knowledge, providing an opportunity to

collaborate among a team environment to enhance the growth of the City while assisting others.

Creative and business-savvy professional. Over 15 years of progressive experience actoss a broad range of business
management, administrative, and human resource functions within diverse industry segments. Proven ability to
combine vision, creativity, and strong business acumen with well-developed leadetship and management qualities to

support business administration and human resources for organizational success.

EXPERIENCE

+ Business Leadership & Management
Business Strategy and Development

Marketing and Advertising
Business Law and Ethics
Human Relations
Government Regulations and Reporting
Insurance Requirements and Regulations
General Liability Insurance Auditing

Contract Negotiation

¢+ Human Resources
Health Insurance

Worker’s Compensation Claitns
Recruitment, Interviewing, & Selection of Personnel
Evaluations
Training & Supervision
Personnel Records
Employment Laws and Regulations

Motivation



Jennifer Capler

SKILLS
Organization
Priotitizing

Attention to detail

Verbal and written communication
Time management
Business correspondence, reports, and charts
Project management
Event coordination and planning

Customer relations and service

COMPUTER & OFFICE
Microsoft Office 2013: Word, Excel, PowerPoint, Qutlook, Publisher, OneNote

Adobe Acrobat

Various office equipment

EDUCATION

University of Phoenix
Doctor of Management in Otganizational Leadership

In Progress — Estimated completion: 2017

University of Phoenix
Master of Business Administration

October 2012




